BRES 434-16
18] Announcement No.
SIEESANILCEL 0i FRBEALH : 10/31/2016
Open Date
IWAKUNI MLC VACANCY ANNOUNCEMENT ﬁ‘;m :
. 11/14/2016
Closing Date
1. W4 B AT S A B sk 5. B4E4G P Area of Consideration:
Job Title Technical Information Aid [X]BMLCIHARERE R (EBBRP)
Current MLC/IHA Employees within Activity
2. B Job No: 0272 [ X 5 55 M7 R S B MLC/IHAGE 3 5
3. EAKE -k 1 - 05 Current MLC/IHA Employees on MCAS Activities
BWT - Grade: [ X bty o sb it 52
S ATRE 72 TAL% & Acceptable Trainee Level: N/A Off Base Applicants in commuting distance
4. B4 AJK No. of Recruitment: 1 4 [ |aAENETORES
All applicants reside in Japan

6. TBIx Activity:
Station Airfield Operations Department Administrative Branch
HHiA L — g U A

7. BEsER R Work Schedule:
40 hrs/wk, 5 days/wk, Mon-Fri, 0730-1615, Recess 45 min

[ X JCE &+ < a > Contingency Essential Position B2/2RFZ Hi#h 3~ 2 ATREME D & 2 k(L T,
[ [WifiZc R0 %5 Intermittent

IF[#1 4157 18) Duty Outside of Scheduled a Workweek Hours

[ |WEBERkICHED 5 IA2  Child Care Services Position

8. J& Fl O F&¥H Type of Employment:
MLC & F Permanent
|:| IHA |:| FRAE Limited Term # H Months *The period may be extended/shortened.
*EHAMIMOIER, EMROFREED D,

9. k¥ N2 Summary of Duties:

General: As a primary assistant to the MLC Technical Information Specialist 1-6, performs the following administrative and technical
work involved in significant interaction with a variety of officials/people in the local community and business circle such as lwakuni
City Office, Iwakuni Airport Office, lwakuni Emergency Response agencies, IMSDF/JASDF, CSDB, JCAB, etc. Directions on
difficult and unusual cases may be provided from the higher grade specialist and/or the immediate supervisor. Participates in
developing plans and procedures to support airfield operations and associated exercise support particularly those that involve tenant
JMSDF units and during Joint/US exercises which include transient JASDF/JGSDF involvement. Performs liaison with Chugoku-
Shikoku Defense Bureau (CSDB), Japan Civil Aviation Bureau (JCAB), Airports and Commercial Airlines. Contacts affected JSDF
HQ and squadrons to coordinate various support requirements such as billeting, ramp space, GSE support, hangar space, ordnance and
ammunition storage, security, and messing. Serves as a coordinator of US-Japanese exercises and special events such as Friendship
Day Air Show activities, Joint training exercises, Joint Flight Training and Aviation Safety Conference, etc. Performs duties
involving the Defense Travel System (DTS), certifying orders and vouchers, and assists the Accounting Technician 1-5 with
processing of orders and vouchers.

10. BE#&ZE 4 Qualification:

1. Must have at least 1 year work experience of clerical, technical, or administrative work in any field, or 4 year degree in any field.
2. Must have ability to speak, read, and write English and Japanese at average proficiency level LPL-2, but prefer fluent proficiency
level LPL-3.

3. Must have ability to provide assistance to Japanese agencies to coordinate aviation related events and issues.

4. Must have skill in operating Microsoft Office Suite such as Outlook, Word, Excel and Power Point.

5. Must have a driver's license(A/T limited is acceptable).

*Preferable to have the ability to type at least 25 words per minute.

*Preferable to have knowledge of DOD/Navy/Marine Corps directives, policies, regulations, procedures, and Naval correspondence.
*Preferable to have the ability to develop various correspondence and reports in English and Japanese.
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In your application, please specifically describe your work experience, knowledge, skills, and abilities related to this job. If you don't provide all the
information requested in this vacancy announcement, you may fail to receive proper consideration.

IEFESRNIC AL & EERBAMR D & 2 IR, ik, £, BEAFOFEMEZTLAL TS ES W, LR THEL SN THDIE
WMERPE LR ST BT, BURBEEZZTOIENTERVWEERH D £7,

11. JInBE 5 How To Apply:

HIAGKAZ A L, IhEmEMEIND Hid, aEEMAFT (@EWES 1. 1B CTRoLBEFEHAMHYA £ TICRMAAAFIRIC
FEM/EE L T 7EE 0,

Eligible employees who are interested in being considered for the vacant position(s) should submit/mail the required documents listed below to
Civilian Human Resources Office (CHRO), located at bldg. #1(1F), by the closing date.




12. &3 % E3F Application and Associated Documents

[ X J&#E MLCNHA SSERKE R OVERE (X v o— R4 ci3ibbk 27 ) v 7 LTLEEL)
Iwakuni Application for MLC/IHA Employment & Questionnaire (Click here to download)

*DFE A iZComplete * in |:| H A EE Clapanese 35"%%“6‘ English

fﬁ%‘l‘?ﬁ/@T?ﬁ/?ﬁ%%@E L Copy of License/Certificate

5?5%?&@?%‘ RIZZEFEEDE L Copy of Educational Background

[ X |#£%8) »FEBI T Copy of Certificate of English Proficiency

* A E RS CALCPT(LAD)DORER 2 52 1 F b= Fid, iEAELAZRHT 20 EIEH Y A, MCCSOREERIT, NAFAFL TH
ZTODHRHARDH Y £, TOHAIT, FEHEEZRE L WL BERH Y FTOTRREDIT FEW,

82 ) F & A L, JEBEE OBER S - (EFT - K4 & #\ V2RI A S (12em x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable).

AAEEUSNDOF I, HEANBREIER /XA R — MEED = B—

For non-Japanese citizen applicant, copy of Alien Registration and Passport/Visa Copy

B R A

13. f# % REMARKS

« Current MLC/IHA employees are Permanent, Trial Period, Limited Term, Special Term, Seasonal, Post Retirement Employees and HPT employees.
BIMLCNHAREE B, WAAEER, RMBIRMEER, IREMMMEER, FARURICER, FEEER., mICER, HPTIEERNE
nEJ,

Eligibility for MLC/IHA employment is subject to SOFA and nationality, please contact CHRO for additional questions.
MLC/NHAD JE M AAFITITHIR A & W £ 97, BRO A AREFELS O 71T, ANFEHA~THEK 230,

Each applicant is responsible for submitting complete information on his/her qualifications. Applicants must meet all eligibility and qualifications
requirements as of the closing date/cut-off date of the announcements. Failure to submit required information or to meet the closing/cut-off date may result
in a loss of consideration for the position for which you are applying. Applications and attachments will not be retrieved for return.

- ES LR NN %Fﬁﬁ%di? ”Eézht VEERHZRH L TS, ISEER & EREMIIZERROMY A £ Tl S 2dhids
DEFA, BHIINHP H 25 B ITBEBEORRICRY A, A LALZOEFHDITEL I RIS LD ZENTEEFEADT,

HOHNPLOITTEITZS N,

. Vacancy announcement may be cancelled or changed anytime. S35 ¥ BV SN B L AERCERIZRILGELH Y £,
- The activity management may contact you to schedule a job interview. ZLEEHER 2> O EIHEDOEK R H Y £ (FFEZBOLOHAELHV ET) .
« Applicants who have a qualified ALCPT Score are not required to submit a copy of certificate.

ALCPTOHEREAE T H LiABMRRIC T OFH 2 AR UE, SEREZIRMTT 2 0ZTHY £8A,

. The following tests satisfy the English language proficiency requirements in vacancy announcements.
PLFOT A N CEBERIZH DMADWRIE il I &N TEET,

LPL TOEIC ALCPT ?ggr)‘ ggg% {C.]’];EIF g‘ CASEC ¥ K
4 860-990 AL 600~ 250~ 100~ mMAL 1#%
3 730-859 90-100 550-599 210-249 80-99 870~ b B
2 550-729 75-89 460-549 140-209 50-79 560-869 2 i
1 400-549 65-74 430-459 120-139 40-49 475-559 e 2 iR

#E ] 350-399 40-64 i i A i e B 3k

PBT : &80T L 23R
CBT: a2 E=—#ICk5iBR
iBT: A &% —% vy MZX2HHER
- Applicants may apply for more than one vacant position at a time; however, applications and attachments are required to submit for each vacant position.
fthlifE & OPFFE S FTRE T AN, LEFFUIH A ITHETT,
- Vacancy announcements and the above required forms are available at CHRO website
http://www.mcasiwakuni.marines.mil/Organizations/Station/CHRO.aspx
. The phone numbers of military activities are restricted. Please unblock a restricted/unidentified phone numbers.
KEILHOBERLT 7 4V CTIHBIUCERE SN TOET, FBEMEEHEGORELZMHREL T ZEN,

«  Work experience is based on 40 hours per week. (prorated if less than 40 hours per week) Work experience is based on full-time, 40-hour work weeks. Part-
time experience must be pro-rated. Example: Twelve months of experience at 20 hours/week is equivalent to six months of experience. Also, hours worked
in excess of 40 hours/week will not be credited. Example: Twelve months of experience at 60 hours/week is equivalent to one year of experience.

FRESIRBRIT 7 V2 A & GH40WER]) & HEvEL LT%J@ SNET, REBEHIITNZ A & (H400FH) ZHEEL L TEBEINET, Ly
ST, 20K D 8=~ Z f ACTUERBI W Z581E, T Z A 267 AORBEN 7 LYy hanE T,

ZEES, LEEBRREFIANFH Y =TV A

- Applications must be received by the closing date of the Vacancy Announcement. Emailed and Faxed applications will not be accepted.

IeEEFIIEERY A LE T, EX—LRT 7 v 7 ATONEERHIIZ M TEEEA,



http://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/Application-MLC-IHA-Employment.pdf
http://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/Application-MLC-IHA-Employment.pdf

14. BV & 58 For Inquiries

NERILEE ORI WE S For Current MLC/IHA Employees
KEVERBEEMEEHE REAAER
T 740-0025 IR RAEET=A KEWEIBRSEMRZSN REAAER (PO BOX 1886)
Misumi-cho, lwakuni, PO Box 1886 MCAS lwakuni 740-0025 MCAS Iwakuni Civilian Human Resources Office

BETE DSN 253-4344 5%} ¢l Customer Service Hours: 0800 — 1630 Monday through Friday(except holidays)
*A—=LT RL X miori.fukuda.ja@usmc.mil
SMEISEEE ORWE o5 For Off Base Applicants
MSTATHOE N B 55 57 8 57 %5 & FREEAE 25 [E 350 Labor Management Organization, Iwakuni Branch
7 = 7% 4 | Website:  http://www.Imo.go.jp
BEGE S : 0827-21-1271 3 {J¢f Customer Service Hours : 0900-1700

HWEH~&MH (53H%BR<) Monday through Friday (except holidays)



mailto:miori.fukuda.ja@usmc.mil
http://www.lmo.go.jp/

